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ABSTBACT 

The docuaent has been coapiled £or reference use by 
instructors and others in need o£ in£oraation necessary to understand 
and iapleaent the Honntain^Plains instructional and evaluation 
systea. Included in detail are: (1) descriptions o£ the several £oras 
used £or student accounting, student progress aonitoring, prograa 
evaluation, and ancillary data reported £or corporate purposes, (2) 
explanations o£ how these £oras relate to other segaents o£ the 
systea, and (3) procedural instructions £or those using the systea* 
Appended aaterials include instructions £or reading the data printout 
£or the active student file, use of instructional area tests, a 
graphic display of a prograa coapleter, a curriculua aonitoring fora, 
and a glossary. (Author/BP) 
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INSTRUCTOR DATA REPCRTING PROCEDURES 



Introduction 

This docunnent has been connpiled fronn a variety of sources, edited for clarity 
and brevity, and is being made available for reference use by instructors and 
others in need of infornnation necessary to understand and innplennent the Moun- 
tain-Plains instructional and evaluatiqn systenn. TTiere are nnany facets of the 
Mountain-Plains Learning Systenn, some of \A^ich are not included here. In- 
cluded herein are; 

1 . Descriptions of the several forms used for student accounting, student prog- 
ress monitoring, program evaluation and ancillary data reported for corpor- 
ate purposes. 

2. Explanations of how these forms relate to other segments of the system. 

3. Detailed procedural instructions to those who will be using the system. 

Accurate use of the documents described herein is essential in data processing, 
analysis and feedback, both to instructional staff and management. This feed- 
back feature is of major importance in providing for sensitive monitorirg of 
both the system to identify and react to operating costs (broken down in detail), 
fluctuating student numbers, staff/student ratios, average length of various 
career programs, performance distributions (learning curves) of aggregated 
students within career areas, projections of individual exit dates and the appar- 
ent needs of individual students based on relative rate of progress. 

In summary, the documents descrit)ed herein allow for: 

t. Student attendance accountability. 

2. Adjustment of class load. 

3. Student job title and length of program identification and possible adjustment, 

4. Time norming of curriculum elements - important for marketing and replica- 
tion . 

5. Identification of potential problems with regard to specific curriculum ele- 
ments, 

6. Immediate awareness of a variety of student problems (i.e. , scheduled ver- 
sus attended time, etc.), 

7. Identification of student exit and adjustment of entrance schedules, 

8. Identification of student progress or lack thereof in curriculum area. 

0. A form of internal program evaluation by component - cost, time, success 
rate, etc. 

10. Relation to a variety of substantiating documents which are used to report a 
number of variances. 

This manual should not be viewed as static. Refinennents nnay occur within 
allowable limits imposed by our stable operating mode over time. Such refine- 
ments will be issued as amendments to this manual which, once again, has the 
major purpose of specifying data reporting responsibilities of instructional and 
other staff. 



STUDENT TIME CARD 



Description and Purpose 

The Tinr^ Card is Issued initially by the Data Center/Student Accounting, one 
to each student, for the purpose of keeping track of his scheduled time as 
established by the Scheduling Office in the Data Center. Examples of scheduled 
time are: class time, MOWINDS Council Involvement, Test Center, GED test- 
ing, incentive leave, etc. Examples of filled out and blank student time cards 
are appended. 

The card contains two parts. The left side, and larger half, is for instructors, 
counselors, etc. , to "stamp off" authorized time. The right side is for the use 
of the Data Center to record variances identified from the data contained on the 
left side. This inforn^ation is sent to Butte, where it is used to adjust Student 
Scheduled Time and Attended Hours columns on the Data Printout. 

The total time on the time card assigning students to specific activities appears 
as scheduled time for those activities on the Data Printout. That time which Is 
stamped by instructors Is entered as attended time. The difference between the 
two appears on the printout as variance time. Each variance is coded and re- 
flected under, for exanrtple, "sick hours" on the printout. 

Students are normally paid $85 per weeK. The time card determines whether 
the student is paid the full amount or not. If the coded absence without a stamp 
mark indicates that the student is absent for other than authorized reasons, the 
pay clerk reduces the annount the student receives. 

In order for a student to be excused from an absence, he must first place a call 
to the Data Center. Exceptions: only heads of household and single heads of 
household must call in this infornnation. Spouses do not have to. However, 
spouses are accountable in part for their attendance, i.e. , spouses must: 

1 . Be present 75% of the time cis reflected by their time cards, or they may be 
dropped from an occupational area. 

2. Be present and accountable on the usual basis for counseling and Family Core 
Curriculum time. 

How the Student Tinne Card Fits into the System 

This document provides the basis for the student accounting system. The cards 
are prepared by the Scheduling Department, computerized, and are computer 
printed weekly in Butte. 

Student Accounting gets the printout time cards from the Data Center and issues 
fh<^m to the stiKients at the pay line, where they surr(?nder the old time card. 

.Stijci(»n(y. carry tN* card with them, and got stamped o!T when and where they arc 
scheduled to be. 



By way of final disposition, the cards are filed weekly in the Data Center in 
special files for tinne cards only. 

Specific Procedure for Instructors 

Instructors are charged with the responsibility of stannping (or attesting the 
student's presence in) the appropriate nnod on the tinne card. 

To assure that this "stannp off* procedure occurs In accord with regulations, 
several monitoring devices will be ennployed: 

1 . Instructional areas will be periodically audited to determine the actual 
number of students present at a given time. 

2. Instructional ar jas will be monitored to determine the effectiveness of 
curriculum products. An account of numbers of students occurs again at 
these times. 

3. Other student accounting infornnation sources (Student Attendance Rosters) 
have become available, so that student accounting data nnay now be derived 
from a variety of sources and compared. 

The obvious innplication is that instructors nrKJst exercise caution in their stamp- 
ing procedures in order that other reporting systems are not contaminated by 
data which is not accurate, and that students receive the amount of nr>oney to 
vhich they are entitled. 

1 . Do not take this document lightly. After all - it is the basic instrument of 
the student accounting system. 

2. Do not overstamp unless you are a counselor, career guidance person, student 
advisor, or are involved with scheduled student personal development activities. 
Other activities (such as parent/teacher conferences) also occur for which 
staff have been specifically authorized to overstannp. These are known to the 
authorized personnel. 

3. Be sure you have your personal stamp with both the curriculum area number 
and your initials. A curriculum area stamp alone is not sufficient. It is 
necessary for purposes of Student Accounting, Cost Accounting and the control 
of other variables, that each mod (or partial mod) be stamped by specific 
Curriculum Area number rather than, for instance, "BTS*'. 

4. Be sure you are the only person using your stamp. It Is advisable to keep this 
stamp where only you have access to it. 

5. In case of loss notify the data supervisor and the occupational area coordinator 
immediately and a new and different stanrip will be issued. 

6. Since there are a number of ways a student's absence can be known, stamp 
only for persons present for a minimum of 45 minutes. Conflicting student 
attendance reports nnay trigger an audit. 

7. Where a student shares time between your area and another, a slash (/) and 
two stamps are necessary. 

8. In the event that a time card is lost, students should obte^ln a new one from the 
Scheduling Aide. They then should have their instructor fill In tinne attended 
to date . 

9. Note at the bottom of time cards If a meeting Is cancelled by Career Guidance 
or some other area. Identifying the specific area c€Uicelling the meeting. 



STUDENT NAME 

CLOCK NUMBER 3ft52-Ol'5r"' ^EEK ENDl^KlG 11/15/74 

« *- ^: ^ * * 



* HnURS * MONDAY * TUESDAY ^WEDNESDAY* THURSDAY* FRIDAY * 
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STGDENf NAME GREEN JANICE DATE 12/20/74 90 

CLOCK NUMBER 3639-02 WEEK ENDING 12/20/74 CLOCK NUMBER 

3639-02 

-"■~~'""'~~~*~~"*~"*~~~'~*~~~~~— —*-—--—-*———*—-.—.—-.*—— __ 

* ^HOURS ♦ MONDAY * TUt SDAY ^WEDNESDAY* THURSDAY* FRIDA^ ^CURRI^CULUM'vARrANCE 

i Q 1 ! ! * * * MISSED * ATTEND 

* * * ♦ * * ^ ^ 

* * * * * * NO.* HRS* NO.* HRS 

* * * * * * 

♦8 * 48 * 48 * 48 * 48 * 48 * « * » 

*9 - 10 ^PLANNING ^PLANNING ^PLANNING ^PLANNING ^PLANNING * * * ♦ 
** * » ♦ 

* * * ♦ ♦ ♦ * * * ^ 

♦ * 4c 4c 4t 4c 4c 

* C * * « 4( 4C ♦ ^ ^ ^ 
*10-11* ♦ * « ♦ ♦♦♦4C 

* * * ♦♦♦4C 

* * * * * * ♦♦«4t 
» ♦ 4t « 4c «:(c 4c * 4c 

* D * ♦ * # ^ ^ ^ ^ ^ 
*11-12* * * ♦ « 

** * * ♦ * * ^ ^ 

* * * * * ♦ * * * ^ 

♦ 4! 4t 4c 4c ^ ^ * 

* E * 48 * 49 * 48 * 48 * 48 *' * 4c * 

* -r - 2 *PLANNING ^PLANNING ^PLANNING ^PLANNING ^PLANNING * * * ♦ 
** * * ♦ * * * ^ 

*v* * * * * ***4c 

4c 4c 4c 4c 4c *_ _ * * * a. 



(for use by Data Center) 



STUDENT ATTENDANCE ROSTER 



Description and Purpose 

The Student Attendance Roster is a connputer printout which lists students 
alphabetically by tinne nnodule for each instructional area. It has provisions 
for the instructor to nnark students present, absent or validated in five colunnns, 
one for aach working day of the week. See the attached connpleted Student Atten-- 
dance Roster. 

The purpose of the roster is to: 

1 . Control class loading in order to prevent under and overloading. 

2. Provide instructor feedback on student attendance. 

3. Provide a cross reference to tinne cards. 

4. *^rovide additional attendance input used to deternnine attendance variance. 



How the Roster Fits into the Systenn 

Instructors are furnished with an attendance roster each Friday afternoon by 
the Data Center. The roster is up to date as of the previous Wednesday and 
hand corrected to current date, and furnishes a class list of students, indicat- 
ing those who are to be present and when. The information contained on the 
roster reflects that connpiled fronn student time cards and the previous week's 
roster, fed into the computer system in Butte, and printed out as the Attendance 
Roster. The Roster furnishes the instructor with class loading information and 
the instructor, in completing his portion of the roster, furnishes updated infor- 
mation which is fed back into the system. 



Specific Procedures for Instructor Use 

1 . Enter a 'P" for present at the end of each module. (See example) 

2. Enter "A*' for absent at the end of each module. It is advisable for the in- 
structor to fill out the roster at the time the time card is stamped. 

3. In the case of a student validating, a 'V" should be entered in that and all 
subsequent modules until the student's name is deleted from the roster. 

4. Enter a 'D" for students on the roster that have deserted or dropped. 

5. An instructor may not allow a student into a class unless the student: 

a. is scheduled on attendance roster, or 

b. presents a special schedule from the Data Center. Students showing up 
for class but not on Roster are to be referred immediately to the Regis- 
trar's office. A "special schedule" authorizing the student's attendance 
may be issued by that office and hand carriec' to the instructor. Once a 
student enters with a special schedule, he is to be listed on the roster 
(see example). A, P, and V are entered after this student's name as 
for the regularly scheduled students. 

6. If a meeting is cancelled by Career Guidance or Counseling, note it at the 
bottom of the tinne card, identifying the area, and sign. 

-6- 
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6. The instructor having the primary responsibility for the students must sign 
the completed roster before the time it is picked up by the scheduling aide. 

7 . The roster for the forthcoming week will be hand carried to the instructional 
areas by the last module each Friday, 

8. If instructors have unusual circumstances requiring change to class loading, 
the request should be routed through the Associate Director of Education 
Services. 
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MnnNTAIw PLATNS 



IMST, MAMP 
INST. NO. 
WFFK FNOING - 
XIMP Mnnili.F - 

ADAMS 

AG AN 
ANORFWS 

•^FI.L 
CARFN 

PHRMANTPADT 

GARCIA 

GARONFR 

HILL 

HOF 

HnF 

KICKLANO 

MAJORS 

MTTCHFt.L 

MITCHELI- 

Pl. AnsoN 

ROI LPP 

SHIPMAM 

SPOTTpn HORSF 

TIIRNFR 

VFRHOLST 

wni.cniT 

wRir,HT 



mMMitNlCATIPM SKILLS 

OlM-OlS-00 

1 ?/0f)/74 



nFSRA 

nFlLA 

MARY 

KIM 

OFNNIS 

L IMOA 

RORERT 

JFRRV 

FRANKLYN 

JAMFS 

PAIR ICA 

SHIRLPY 

JFSSF 

HFTTY 

HFRSCHFL 

WALLACF 

LHPFN 

RHRNARn 

ADFLLA 

KATHLFFN 

GARR IFLF 

jnANINF 

MYRA 



^663-02 

374S-02 
■^706-02 
■^715-01 
3764-03 
3658-01 
3613-04 
3730-01 
3719-01 
3719-0? 
3A74-02 

3742- 01 
3660-02 
3660-01 
3702-01 
3752-01 

3748- 01 
3736-02 

3749- 02 
3713-0? 
3613-03 

3743- 02 



INSTRUCTOK CLASS LIST 
OFCFMRFR 6, IP74 SCM-080 
CLASS CAOACITY - 60 



M'lN 

^00 

0^0 

-A- 

-It 

1 

-f- 

:l: 



TIIF WFO 



J?- 

-A- 

-A. 

000 



± 
± 

.A_ 



60 


60 


60 


60 


60 


21 


IB 


19 


22 


22 


39 


4? 


41 


38 


38 


P 


A 


A 


k 


4 




p 






P 








P 


P 










P 



8 - 



ERIC 



11 



STUDENT COMPLETION CALENDAR 



Description and Purpose 

This docunnent, which is printed on 5-part NCR paper, is for the prinnary pur- 
pose of establishing a firnn progrann connpletion date for a student. A Calendar, 
which has been connpleted, is attached for reference. 

How the Calendar Fits into the Systenn 

Whe.n the student has rennaining about 45 working days or roughly 280 class 
hours, based on SWP and attendance data, the Data Supervisor nr^kes up a 
connpletion calendar for distribution to: 

1 . Student working file. 

2, Placennent office. 

3, Data Supervisor and Student Advisor. 

4, Concerned instructional staff. 

5, Student. 

The Student Advisor then confers with the appropriate instructors concerning 
th€^ student and tho accuracy of the information on the form. The following infor- 
mation on the calendar is derived from a computer printout: 

1 . Estimated exit date (based on rate of progress against the norm, corrected 
for attendance). 

2. Balance of instruction hours remaining. 

3. Hours accomplished. 

4. Progress hours versus attended hours (i or - 100%). 

5. Areas yet to be validated. 

This computer printout is a compilation of inforn^ation from a number of sources: 

1. SWPs. 

2. Student Profile Summary. 

3. Time Card. 

4. Attendance Roster. 

Finally, the Student Completion Calendar is disposed of as follows: 

— Data is compiled into a Student Comoletion Roster weekly. 

— Individual calendars are filed by the Data Supervisor into a special file for 
completed students. 

— A check is made to ascertain that the actual student completion date corres- 
ponds to the estimated completion date per completion calendar, 

A number of departments make use of the calendar. It is of utmost importcince 
to placement and to those involved with recruitment. 



PLACEMENT^ When the student has 30 days left before exit (22 working days), 
he is scheduled for interviews with the Placennent CXficer, and into other com- 
plotion-oriented activities. 

RECRUITMENT: The six state offices and the Adnninistrative Assistant for 
State Office Operations need to be constantly aware of the need for recruits, 
such need largely based on the nunnbers of students leaving the program. 

The data on the calendar is compiled weekly into the Student Completion Roster, 
which comprises names of all students who are to exit within 45 to 30 working 
days. This Roster is distritxjted as follows:. 



Instructional Areas 
Counselors 
Career Guidance 
Six-State Offices & Admin, 

Assistant for 6 State Operations 
Gymnasium 

Early Childhood Education 



Editor of the FORUM 

Ed, Services Director 

Coordinator of Ed. Programs 

Health Education 

Placement 

Data Center 

North Star School 



Specific Procedures for Instructor Us e 
Instructors should: 



1 • In general, cooperate with student advisors in confirming, revising, or up- 
dating the completion date by notifying the advisor. 

2. Notify, as soon as possible, the Student Advisor by telephone or memo of 
the names of students who are progressing more quickly than the prn^gram 
average and who may be expected to complete in less than 45 days after 
entering the occupational area. 

3. Notify the Student Advisor of any deviations during the 45 day out mode, 
such as: a change in the student's progress or attitude that would alter the 
completion date by five (5) or more working days. 

4. Notify the Senior Instructor of any and all changes in student progress that 
would alter the completion date plus or minus more than one day when in 
the 22nd working day mode. The Senior Instructor will immediately notify 
the Student Advisor of such change. Changes in student completion dates 
at the start of or during the 22nd day exit mode require the approval of the 
Placement Officer. 

5. Calendar changes due to sickness, interviews or schedule changes will be 
initiated within the Registrar's Office, 



As indicated, the Student Completion Calendar is used by a variety of persons 
for a number of reasons. The instructor provides an important input into the 
document. Data derived from the SWP, DET, SPR and Time Card provide 
basic information for the Calendar* Also, as noted above, instn!Ctors are 
responsible to follow the student calendar or a completion schedule and notify 
the advisor when adjustments are needed. 
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COMPLETION ROSTER 



WEEK ENDING 12/6/74 



STd. NO. 


NAME 


AREA 


FLAG DATE 


COMPLETION 


- 3609 


SAUNDERS, CHUCK 


BOOKKEEPER 


10/11/74 


11/25/74 


3557 


TRACKE, lONA 


COOK 


10/25/74 


11/27/74 


3486 


PETERSON, LEROY 


TUPE UP MECH 


10/29/74 


11/29/74 


3549 


DAMMEL, DENNIS 


M & D 


10/29/74 


11/30/74 


34S2 


BEARDSLEY, BEN 


DRAFTING 


10/25/74 


12/06/74 


3490 


RONKE, RICHARD 


GEN. MECH. 


11/04/74 


12/06/74 


5517 


SIMPSON, MIKE 


GEN. MECH. 


11/04/74 


12/06/74 


3742 


FARNUM, MIKE 


ENGINE REPAIR 


12/09/74 


01/10/75 


3707 


SCHMIDT, KEITH 


APPL. SERV. 




12/]'= "4 


3572 


VANVLEET, DAVID 


DRAFTING 


11/11/74 


12/13/74 


3601 


WESTERMAN, DON 


DRAFTING 


11/11/74 


12/13/74 


3557 


SKJONSBERG, RON 


ELECT/WIRE. 


11/11/74 


12/15/74 


• 3529 


PERLEY, THOMAS 


DRAFTING 


11/12/74 


12/16/74 


3530 


OKSANEN, ROBERT 


CARPENTRY 


11/12/74 


12/16/74 


3547 


HALFERTY, DAVID 


DRAFTING 


11/12/74 


12/20/74 


3517 


MARTIN, PEGGY 


BOOKKEEPER 


11/21/74 


12/23/74 


3594 


STO^':, BETTY JO 


DRAFTING 


11/21/74 


12/24/74 


3613 


WOLCOTT, JOANNE 


CLERK/TYPIST 


11/22/74 


12/26/74 


25S7 


ANDERSON, ALDEAN 


CLERK/STENO 


11/22/74 


12/27/74 


3567 


ANDERSON, HOWARD 


DRAFTING 


11/26/74 


12/30/74 


3579 


r^ICKEY, CHUCK 


MID/MNGT. 


12/02/74 


1/03/75 


- ' ; ^ 


KLINE, DONALD 


GEN. MECH. 


12/04/74 


1/03/75 




HOCKENBERRY, JOHN 


DRAFTING 


12/05/74 


1/04/75 




WALES, ROBERT 


GEN, MECH. 


12/09/74 


1/08/75 


3615 


HINTZ, RUTH 


CLERK/TYPIST 


12/09/74 


1/09/75 




CRUZ, PATRICIA 


CLERK/ TYPIST 


12/09/74 


1/10/75 


37C1 


HALL, L ANN IS 


TUNE UP MECH. 


12/ ^9/74 


■1/ 10/7 5 
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STUDENT PROGRESS RECORD 



Description and Purpose 

The Stxjdent Progress Record Is a listing in outline form of curriculunn to the 
LAP level by component titles with provision for data recording by students and 
instructors. There is an SPR for each Family Core Curriculum area, both 
basic and advanced Math and Communication Skills, and for each authorized 
career job title. An SPR for support areas to job titles also exists. (Note: The 
SPRs for Math and Communication are used differently than the others.) 

The SPR is used to record data not otherwise available. This data is used for 
administration, which includes student progress monitoring, and for baseline 
data for research and evaluation purposes, such as curriculum validation* 



How it Fits Into the System 

The Test Center originates the SPR along with the Student Work Plan CSWP) for 
each student when he is pretested for each curriculum area he enters. The 
last two columns on the right are for comprehensive pre and post test results 
which will be filled in by the Test Center. From the Test Center the SPR, with 
the SWP, goes: (1 . staff delivered for FCC; 2. hand carried by student for 
career job titles; 3. no SPRs at pretest for Foundation Education) to the Data 
Monitor Office. There it is checked against the master list, quality checked and 
logged. It Is again staff carried to FCC areas and hand carried by students to the 
career area. In the instructional area it is used as a primary data recording form 
and is filled out by both student and instructor. It is used as a basis for filling 
out the Student Work Plan and is one input for filling out the Developmental 
Emplpyability Traits form (DET). 

When students complete the Family Core Curriculum areas, the student delivers 
his SWP and SPR to the scheduling aide and has his scheduled changed. The 
scheduling aide then forwards the SWP and SPR to the Data Monitor's Office. 
After all four areas are completed, the scheduling aide schedules the student to 
the Test Center for post-testing. The SWP and SPR are hand carried to the Test 
Center by the student. The SWP and SPR, with test results, are returned to 
the Data Monitor Office by the Test Center. 
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As students complete each career curriculum area, the instructor will call the 
advisor aide. The student will be instructed to hand carry his/her Student Work 
Plan and Student Progress Record to the Data Center. A special schedule will be 
prepared and the student will then hand carry his/her Student Work Plan and 
Student Progress Record to the Test Center for cognitive post testing. The Data 
Monitor Office cannot sign a student's Termination Form without having the SPR ' 
and SWP for each area in which he was enrolled. When a student deserts the 
program, the^Registrar will notify the Education Services Division, which will 
ensure that all SPRs are filled out up to date and forwarded to the Data Monitor 
Office along with the Student Work Plan. 
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Specific Procedures for Instructors Use 



When the SPR is received in the Instructional areas, it should have the student's 
nanne and nunnber, pre-test date and connprehenslve pre-test scores clearly 
entered. The currlculunn elennents prevalidated by the comprehensive test are 
indicated by a "V'» following the score for that component. 

in the Instructional area the instructor is responsible for the following entries: 

1 . The instructor enters the date the student began attending the area In the 
entry date space. 

2. The instructor ensures that for each curriculum component the student records; 

a. date component started, 

b. date component completed. 

c. time in hours, to the .5 hour, that the student felt he spent on the component 
Is recorded dally, 

3. Include for each LAP or test. 

a. Time for getting materials out. 

b. Study and/or work time. 

c. Tear-down and put-away time. 

d. Time spent on take honne work. 

4. Do not include time that does not contribute to nnastery of the l-AP material. 

a. General shop clean-ups. 

b. Coffee breaks and wash up. 

c. Other non-productive tasks. 

5. The instructor initials each curriculum component to signify that the above 
data is entered and that the curriculum component has been validated by the 
student. 

6. The instructor is to enter all instructor given unit pre and post test scores and 
performance test results (pass or fail) In the sapces provided In the Component 
Title column of the SPR. In the event a unit cognitive test is failed, enter the 
scores as always, leaving room for subsequent entries upon retakes. There 
will be no more than a total of three entries. Treat perfornr^ance test entries 
similarly, using "F" or "P" rather than raw scores. (See Appendix D for 

. detailed testing infornr\ation.) 

7. When a block of review time Is used by the student that does not fit Into LAPs or 
units, write "review" Immediately to the right of the next higher level title (such 
as unit or course) and have the student enter the review time In the "time spent" 
column, 

8. The instructor monitors to assure that the student records his time dally, 
insuring accurate and current records. (Note: it Is suggested that these dally 
entries be made on a worksheet copy of the SPR till each component Is completed 
afxl then transferred to the official SPR. The time may also be recorded on the 
LAPs or other method preferred by the instructor. The important thing Is to 
maintain good records.) 

9. Unit pre-tests are given only at a student^s request and when It appears that he 
nnay be capable of prevalldation of the unit. 

10. Foundation Education will originate a student individual profile for each student 
with the above information except #3, but Including all units pre-tested for #9. 




Curriculum Departnnent will periodically nnonltor each area for, among other things, 
timely and complete SPR maintenance, 
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STUDENT PROGRESS RECORD Page ^ of_8 

^ 10/1/74 



Namt V y ^ — _ ^ Number Entrv n^tA 

Curriculum Artt 37 AUTOMOTIVE cmry uaxe 

innriTic t " . ^ Pretest Date 

JOB TITLE: Tune-up and Engme Repair 




02 



J3 
,05 



09 



.01 



.01 



0? 



.02 



03 



.01 
03 



.04 



04 



.01 



05 



.02 
.03 

05 
.06 



.11 
.02 



.03 



12 



.03 



Battery Load Test 



lime 
Spent in 
Curnc 
Compon 



Testing Cranking Volttoe 



JTesti ng Ignition Cpil 



Testing Secondary Cable Resistjinrp 



Engine Repair 



Pretest Score 



Fundamentals of 4 Cycle Engines 



Post Test 



Pretest 



Post Test 



Fundamentals of 4-Cycle Eng ines 



Pbrf. Test 



Engine Construction 

(9) Post Test (9) Pterf. Test (lo) 



Pretest 



Fundamentals of Engine Block 



Engine B lock Construction 



Valve Tram 
Pretest 



Post Test 



Fundamenta ls of Engine Block 



Perf. Test 



Inspertiny CylinderjjMri^ 



Overhaul Over-Head Valve Haad 



Date 
Started 



Date 

Com- 
pleied 



InsTruC' 
tor 's 
Initials 



m. 



When the SPR arrives in the Instructional Area it should 
contain or be filled out as follows: 



TC 
TC 
TC 



Overhaul Over Head Cam Head 



3. s 



Engine Block 



Pretest 



Post Test 



Overhaul Engine Block 
Cam Shaft 



Perf. Test 



Crank Shaft and B earinip^ 



Pistons 



Rods 



Jlimijy[Jear$jncLChain^ 



Lubricating Systems 



Pretest 



Post Test 



Fundamentals of Oil Pump $ 

Testing Oil Pumn 



Perf, Tftst 



Replacing Oil Pumo 



Parts and Accessories 



Pretest Score 



Cleaning Parts and Work Area 



Post Test Score 



TC 
TC 



Student Name and Number 
Comprehensive Pretest Date 
Comprehensive Pretest Scores 
(Followed by V for elements 
prevalidated) 

Date Curriculum Element Started 

Date Curriculum Element Completed 

Time Spent on Curriculum Element 

Instructor's Initials 

Unit or Coune Pretest Score and 

Performance Test Results (P or F) 

If Element Challenged 

Unit or Course Post Test Score 

Performance Test Results (P or F) 

Comprehensive Post Test Results 

Comprehensive Post Test Date 



Responsibility For Entry 



TC 
S 
I 



Test Center 

Student 

Instructor 



Pretest 



Post Test 



Perf. Test 



zt 
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STUDENT WORK PLAN 



Description and Purpo se 

There is a Student Work Plan which lists the Student Terminal Performance 
Objectives for: 

1 . Each Family Core Curriculum area. 

2. Both basic and advanced Math and Communication Skills. 

3. Each job title in the career areas (an SWP also exists for support areas). 

The SWP, printed on 3- to 5-part NCR paper, has provision for comprehensive pre 
and post scores by STPOs and lists curriculum to the unit level to support each 
STPO. At the unit level the SWP Indicates nornnatlve student time In hours and 
has provision for recording: 

1 . Pre validation of units by the comprehensive test. 

2. Student recorded time from the SPR (Student Progress Record). 

Finally, the SWP provides for determining the student^s budgeted time for each of 
his curriculum areas. 

The SWP Is supported by the SPR and serves as a student data form and data 
transmittal document. It is used in student planwrltlng, student progress 
monitoring, research and pernnanent records. 



How it Fits into the System 

The SWP originates in the Test Center along with the SPR when the student Is 
pre-tested for each of his curriculum areas. On it the Test Center records: 

1. Student^s name. 

2. Pre-test date. 

3. Comprehensive pre-test score by STPOs and total score. 

4. Units prevalidated. 

From the Test Center it goes with the SPR, by staff delivery for FCC and student 
hand carried for career areas, to the Data Monitor Office. (One copy of SWP for 
Foundation Education.) There It Is checked for completeness, quality, logged, 
percent scores computed and a copy retained for the student folder. The retained 
copies are used to write the student^s plan and for initial computer loading while the 
rennainlng copies are again staff delivered to the FCC areas and student hand carried 
to the career areas. (Staff delivered directly from the Test Center to Foundation 
Education.) For the FCC areas, the SWP Is filled out from the SPR by Instructors 
and returned with the SPR to the Data Monitor Office by the student when he com- 
pletes or ceases to attend the area. It Is staff delivered for deserting students. In 
Foundation Education the student is pre-tested in the area. The SWP and Individual 
student profile are completed by Instructors and hand carried by the student to the 
scheduling aide. 



In the career area, the SWP is used as a student progress transmittal docu- 
ment (information entered by instructors from the SPR), Including six week 
progress reviews and special reviews as needed. As students complete each 
career curriculum area, the instructor will call the advisor aide. The student 
will be instructed to hand carry his/her Student Work Plan and Student Progress 
Record to the Data Center. A special schedule will be prepared and the student 
will then hand carry his/her Student Work Plan and Student Progress Record 
to the Test Center for cognitive post testing. The Test Center informs the 
student when to pick up the SWP and SPR to hand carry to the Data Monitor 
Office, for computing loading, research and permanent records. Again, if a 
student deserts, the Registrar notifies the Education Services Division and 
the SWP is staff delivered to the Data Monitor Office, 



Specific Procedure for Instructor Use 

When the SWP is received in the instructional areas, it should have the student's " 
name, pre-test date, pre-test score STPOs and a "V" in the parentheses 
(V) for units pre val idated , 

In the instructional areas the instructor is responsible for the following entries: 

1 . Entry date when the student begins the area. 

2. Progress data at designated review dates (dates to be provided by the Data 
Supervisor) which includes: 

a. for units completed, the student recorded tinr^e Inside the parentheses, 
which is the sum of the times recorded on the SPR for LAPs and tests 
in the unit. 

b. for incomplete units, the student recorded time recorded to the imme** 
diate right of the parentheses . This time is the sum of all student 
recorded time from the SPR for L-APs and tests within the unit. This 
time is to be current (refer SPR section). A copy of the updated SWP 
is then forwarded to the Data Monitor, 

3. Exit dcite when the student ceases attending the area. 

When the student validates or ceases to attend the area, the instructor will: 

1 . Notify the advisor aide by phone. 

2. Ensure that the SWP and SPR are up to date. 

3. Have the student hand carry the SWP and SPR to the scheduling aide. 

4. If the student Is not available for the above, the Instructor will forward the 
updated SWP and SPR to the Data Monitor Office as soon as notified by the 
Registrar through the Education Services Division. 
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DEVELOPMENTAL EMPLOVABILITY TRAITS FORM 



Doscrtptlon and Purpose 

The C^evelopmental Employabillty Traits evaluation form Is a one page fbrm, 
printed on 6-part NCR paper, designed for staff to report selected student 
affective traits on a three point scale with provision for narrative comments. 
The DET Is used for Incident reports as needed and In conjunction with each 
student's scheduled six week review concerning student progress. 



How It Fits Into the System 

The DET Is used both on an unscheduled (referral) basis and according to 
specific schedule. Unscheduled DETs are originated ty any staff member who 
has opportunify and need to nr^ke a student assessment report. These are 
sent to the Data Monitor, who will forward them to the Registrar for appropriate 
action and distribution. 

The scheduled DETs are originated by the Data Center according to the student 
six week review schedule list. These are delivered to the areas for Instructor 
completion, picked up again at a specific time, and taken directly to the Data 
Monitor Office for processing and distribution. One copy Is logged into the 
student folder for use by the Student Advisor. 



Specific Procedure for Instructor Use 

The unscheduled (referral) DETs are to be used on an as needed basis by 
instructors and are routed as stated above. Whenever an Instructor neeos to 
report an incident, document an Incident or rating, or Inform another person 
or division concerning a student, the instructor should use the appropriate part 
of the Df£T. Important: The Insert In the DET contains Instructions for using 
the rating scale and a set of specific objectives which should be kept In mind and 
referred to when rating the various traits. 

The scheduled DETs will be received by the instructor with student name, date 
sent out, date due back, and Job title the student is working toward already 
entered. Along with the DET the Instructor Is furnished with a computer print- 
out showing, for that student, current attended tlnne along with student progress 
(In terms of nornr>ed curriculum time completed) and student recorded time from 
the previous six week review. Based on the updated student recorded time and 
student progress time entered on the SWP (see SWP section), the Instructor Is 
to make an assessnnent of the student's updated progress as compared to the 
attended time on the printout. A difference of about 25% between progress time 
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and attended time constitutes need for discussion of such difference on the 
DET, In terms of the student's ability to progress, attltudlnal difficulties, 
reasons for slowness, etc. Also, there may well be Innpllcatlons for the 
Student Calendar, which the Instructor should conv^ to the Advisor, If a 
student calendar has already been Issued. The rating scales should also be 
used according to the Instructions on the reverse side of the DET form. 

Students whose six week review Indicates less than 75% progress ratio will 
be flagged . The Advisor will furnish Senior Instructors with an up to date 
printout for those students. Pursuant to such notification, Advisors and 
Senior Instructors will confer with the Instructor to determine such action as 
deenned appropriate. The cause of the discrepancy, and action taken will be 
added to the student's file In written form. 
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DEVELOPME^AL/EMPLOYABILITY TRAIT3 

Ottt 



rtmm this 1 to tMi Rtgittnir liy. 



^is tchtduM for • pton/progrtss review. To factlilstt this effort piMit 



Ha 
Atiantf. Krt. 



fkm rM mth tmt by cNckMi tht most approimft box btlowiwnf ttit folfmifif kty: 

VtfV Stmtictory . Tbt ttudtflt a ttrofif on thM trait and funfitr dfvtlop^ 
raQnirtd. 

Sa^fictofv. TNttudantnstrofHiaiiouahm this araa to fONi and maintain 
htr cbonn caraar. Addad stranftb wrodd N halpM but it is not atsantial. 

ilnatiifaetofv. ThishavMakpointof ttiestudantandra^uiratMrk. Tha studant iMfht ba 
aMa to fain amploymcnt« bot ivould fmibaMy not ba abia ta maintain amploymant ^ to 
ibis waalinaaB. 

Vary iKwatiffactofv . Bacauaa of tfuiproblam^tba student iiunamiHovabta. Impfovamanta 
aaantial. 





Very 
Sati«* 

f»f:tofy 


Satis- 
factory 


Unwtrt 
factory 


Vary 
Umatts- 

fKtory 












S>lf CofK«pl 










Sf^l'CqnftdtfKf _ 








































^If Control 










Self KnovUtdgv 










S«4f-Acccf>t«nce 










Ct...Atiitv . , ^ 










Work Tr^iti * 


Vtfy 

Sdtit 
factory 


Satit- 
factory 


Ufttatit- 
factofy 


9 ?5 


CompvttfKC _ 

(tiiJutifiuusmnt > . . 
Atcufjry ^ . . 











RiM^tiumhip Traiti * 
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Salts- 
f«»c:«ry 
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fj( loiy 


UcHatii 

f«M:tufy 


Very 
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factory 
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Piersaveranca _ 








$QCnil Contjci 








Ir«tirr>acy^ ^ 










Marital Mar men V _ 










L_. _^ 
































Overall Traits* 
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laciory 
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^ Arrtli«lH»4k 











Coiimwnti and fUoomfiMndationt: 



(•TraHsdtfiiMdonbMk) 
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1) l^da. Counaalina. Caraar GM«lanca. ill Oecypationil Araa. 



(Instructor Slgtistumi 



INOIVIOUAL/PERSOMAL TRAITS 

1 . AppMnnca. Orats and arooming an ippropriatt to th« csntr for which tht (tudmt it pnparing. 

2. Mf CcHKtpt.TNfiilinittiitontisawofthwtiikp^ 

3. Stif Confidincf . Tht fMlinf that ont hm abilitits and can raach nalistically arrfvtd at objactivas by amploying tham. 

4. Motivation. Tha ttudant shows i dasira to succaad in that ha complatas assifnad tasks adaquataly vaithout dosa suparvisioA. 

5. OifKtadnass. Tha baliaf that ona can throufh ona's salf -work, plan and influanct tha diraction of ona's mm futura. 

6. Alcohol Problams. AlcohcH is not abmad and/or is not a datrimant to job, panonal, or iamihf ffunctionini. 

7. Salf Control. Tha ability to appropriataly axpiass and channal ona's faalin|s and impulsrs nhan inapprapriata or mtantanaous 
axprasston would impada achiavamant of long ranfa/bighar ordar goals/obiactivas. 

8. Salf KnowMia. A fait imdarstandini of ona's omm abilitias, action, ta n dan ci a s , aspirations and liaailations. 

9. Salf Accaptma. Tha ability to daPI opanly and honastly with ona's stianflhs. waaknasaas and ab^tias witboiit owartonaa of 
agotiani, lalf -pity, ate. In briaf , accaptmp aatf-knowladia. 

10. Fla»bibty. Tbaabiity toappiyaiootwitiaoridaatoanawaitiiationtbatdaasnotn nr ass ^ 
of thavabiaoridaa. (An indkatortstNabsancaof stubb imn worripd H ysrfianconfioiWidiai^ 
baNat conlNctsJ 

WORK TRAITS 

11. Compatanct. Tha studant not only ''paoas lasts'' but a^lias knowladp in naw and/or laal Kfa sitMttions. 

12. Inditstriousncn. The studant applias himsalf fully to his work with a nrniinnmi of unprodoctiaa tima. 

13. Accuracy.Workiscomplatadproparlyby tha studant. It doas not haw to baradonabacausa of arrars. 

14. Accepu Responsibility (tasks). Th« studant accapis work assifnad and doas not avoid difficuii or uwwantad tasks. 

RELATIONSHIP TRAITS 

15. Cooparation. Works wall with othare, both co-workars and suporviion. 

1 6. Courtasy. Showa concam and undafitandmy for tha rifhls and naads of othars. 

1 7. Piersarvaranca. Tha studant doas not bacome discourapMl whan initial approachas to task complation frll. 

18. Soaal ConcKt. Tha ability to interact with persons and institutions In ways that fulfill tha individual's needs without harming 
other penons or impeding fulfillment of institutional roles. 

19. Intimacy. The abttlty to have maaningful interpersonal relationships with family and friends. 

20. Marital Harmcmy. The ability to function, intarKt end grow as a family group with: shared goals, affectionate undentanding, 
trust and constructively managed conflict. 

OVERALL TRAITS 

21. Oependability/Raliability. The ebility to consistently do thet which is expicted or required; particularly as regerds 
work/clanroom performance. 

22. Responsibility (ovarell). Acceptance of the fKt that one's condition/situetion is invariably the direct result of one's own 
actions/responses. Absence of blemmg others, bleming self in salf pitying feshion (ai opposed to accepting responsibility and 
learning from a situetion). Acceptance of responsibility implies increased self-dirKtedness (aa opposed to dependence for 
direction on othen) 

23. Ambition. A real desire to succeed in school end on tN )ob. 
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KEY PERSONNEL 



1 . Coordinator of Education Services 

Williann Connors 

Building 814, Roonn 120 Tel: 4-^542 

2. Registrar 

L,D. Robison 

Building 810, Roonn 332 Tel: 4-3290 

3. Data Monitor Office 

Vickie Turner 

Building 810, Roonn 327 Tel: 4-3542 

I. Data Supervisor 
Gail Langen 

Building 810, Room 329 Tel: 4-6453 

5. Advisor Aide 

Sheila Heikens 

Building 810, Roonn 321 Tel: 4-3933 

6. Test Center Adnninistrator 

Nancy Bunn 

Building 814, Roonn 105 Tel: 4-7129 

7. Scheduling Aide 

Marilyn Stein 

Building 810, Roonn 333 Tel: 4-3933 
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INSTRUCTIONS FOR READING THE DATA PRINTOUT 
"ACTIVE STUDENT FILE^ 



1. STUDENT NUMBER 

The student number is first of all a control nunnber used in coding all data 
pertinent to a given student while at Mountain-Plains. The last 2 digits 
always indicate that 

01 nneans dual parent fannily-head-cf-hc^usehold . 

02 nneans dual parent fannily-spouse . 

03 nneans single parent fannily-head-of-household. 

04 nneans dependent child. 

2. ENTRY DATE 

The Entry Date is the date that the student first entered the Mountain-Plains 
progrann. 

3. ESTIMATED COMPLETION DATE 

The estinnated connpletion date is the projected connpletion as indicated on 
the student's plan. 

4. STATE 

State is state of origin. 

5. CLASS NUMBER 

Class nunnber corresponds to the currlculunn nunnber. 

6. BUDGET HOURS 

For each area this is the sunn of the nunnbers to the left of unit nunnbers on 
the SWP except for prevalidated units. This is the best guess of how long 
it should take an average student to connplete each curriculunn area. 

7. SCHEDULED HOURS 

Current Hours - nneans nunnber of hours scheduled for t"he current week. 
Month Hours - nneans nunnber of hours scheduled for that nnonth. 

Appendix A 
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C.T.D. (Gumulative to Date) -.as sum of hours that the student has been 

scheduled into a given area. 

8. ATTENDANCE 

Month Hours - nneans total hours of attendance for that month, 
C.T.D, Hours - means cumulative hours attended to date. 

9. DIFFERENCE OF HOURS 

Is difference between 7-8 above. That is the difference between scheduled 
hou,*s and attended hours. 

10. PROGRESS HOURS 

A. Represents the hours of progress toward the budgeted time. 

B. Student Record Hours: Sum of the hours recorded by the student on 
the SPR. fThis time was for all completed LAPs but is now to be for 
all recorded time.) 

11 • BUDGET 

Percent used is the attended hours (column 8 CTD) divided by Column 6 
"Budget Hours'^ This figure is computed when SWP data is loaded for 
that student - 

PROGRESS 

Percent used is progress hours (column 10) divided by column 6 "Budget 
Hours", 

12. SCHEDULE VS ATTENDANCE 

Is the percentage found when time attended is divided by scheduled hours. 

13. ATTENDED VS BUDGETED 

Thf> percentage found when time attended is divided into column 6 "Budget 
Hours", 

14. PROGRESS VS ATTENDED 

The percentage found when progress time is divided by the attendance time. 
If the estimated time assigned to LAPs is accurate, then the progress time 
reported will equal the attendance time if the students progress is average. 
This percentage is to be used only as a reference point when using this 
column to measure student's progress. 
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USE OF INSTRUCTIONAL AREA TESTS 



All cognitive tests in use in the instructional areas are not to be considered 
disposable nnate rials. They are to be re-used until such tinne that, due to 
wear and tear, they are no longer readable. Separate answer sheets have 
been provided for all tests. This nneans that when taking a test, students 
are expected to use these answer sheets. On the answer sheet are spaces 
for the student to enter the test f:le code nunnber, his/her nanne and family 
pay nunnber. It is up to the instructor to audit all answer sheets to make 
sure that this information has been filled in. 



LAP Tests 



The LAP test is to be taken by the student when he or she feels that he has 
completed the work for that LAP. The test is to be self-administering and 
self-scoring. After completing the cest, the student should go back into the 
curriculum and find the answers to any items he nriay have missed. Under 
no circumstances should the student be allowed to alter his original responses 
to each item. If in correcting the test, he writes the correct answer next to 
his response, his original response should still be clearly distinguishable . 



LAP Progress Tests 



In those instances where there is not a LAP test for each iJ^F, there are LAP 
progress tests covering tvyo or more LAPs. These testes should be taken after 
the student completes the final LAP covered by the tesc. Aside from this, 
they are to be used exactly like LAP tests. 



Unit Pre-Tests 



These tests are to be administered only at the students ^^equest. If a student 
feels that he can accomplish the performance activity for a given unit without 
going through the curriculum, he may request to take the unit pre test. If he 
passes the unit pre test with a minimum score of 4 out of 5 per LAP, he may 
be adnr>inistered the performance test at that point. If he fails the unit pre 
test, he should be directed into the curriculum sequence until he is ready for 
the normal unit post/performance test procedure. When administering a unit 
pre test, be sure to write PRE TEST across the top of the answer sheet. All 
unit test answer sheets will be assumed to be post tests unless so marked. 



Unit Post-Tests 



When a student feels that he has mastered the unit and is ready to take the per- 
formance test for that unit, he should be administered the unit post tost at the 
samc^ timo as the* porf ornr^anco tt^st. Tho unit post t<*st MUST N(3T in^- .cored 
bofort^ th(^ performance tost. 
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Unit LAP Tests 



In those units that do not have LAP tests, the unit post test has been designated 
as a unit LAP test. Unit LAP tests should be used in the same nnanner as unit 
post tests. 

CQurseAJnit Tests 

In those courses that only have one unit, the tests have been designated as 
course/unit tests. In the instructional areas they will be used In the sanne 
nnanner as unit post tests. 

Perfornnance Tests 

The perfornnance test will be adnninlstered at the end of the unit when the student 
feels that he is ready to connplete it. At the tinne the test is given, the assign- 
nnent section should be filled in describing the exact task the student was expected 
to connplete. The perfornnance test nnust be adnninistered and scored before the 
unit test results are obtained. 



STUDENT VALIDATION 



Units Without Perfornnance Tests 



In those curriculunn units that do not have perfornnance tests, the cognitive test 
will be used to validate students into the next unit. The reconnnnended criteria 
for student validation under these circunn stances is that the student obtain a nnin- 
innunn score of 4 out of 5 i*"'" ns for each LAP covered by the unit test. If a 
student obtains a score below the reconnnnended criterion level, he should be 
directed back into those portions of the curriculunn in which he did poorly. He 
should then be re-tested and the answer sheet should have SECOND TESTING 
written across the top of it. If a student fails the test a second tinne, the instruc- 
tor has two op:ions. 



1 . He can re-direct the student back into the curriculunn and re-test 
him a third time, ff after the third testing the student still has 
not achieved a satisfactory level of perfornnance, the student 
advisor must be notified. At this point in time, some remedial 
action is mandatory. 

2. If the instructor feels that nothing is to be accomplished by re- 
directing the student back into the curriculum, the student advisor 
should be notified at this point. As in option number 1 , a plan 
must be formulated to deal with whatever problems are retarding 
the student's progress. 



ERIC 



ir the student passes the test, nothing more is; necessary than to enter the re- 
sults on the SPR and discuss the results with the student, giving him an oppor- 
tunity to review the items he has missed. 
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Units With Performance Tests 



ERIC 



In untts wtth performance tests, student valtdatton will be accomplished through 
satisfactory completion of the performance test. If the student passes the per- 
formance test, he will then proceed to the next unit regardless of his written test 
performance. 

If a student fails the perfomnance test, the written test and the performance 
test should k>e reviewed by the student and the instructor in a conference situa- 
tion. This is so the instructor can use the test results to diagnose student 
problem areas. The student will then be re-directed back into the curriculum 
to correct his deficiencies in these problem areas. When the student feels 
that he is ready to retake the perfornnance test, he will be re-administered 
both the written and performance test. If he fails the perfonmance test a 
second time, the student advisor should be notified so that sonne action can be 
taken to uncover the reasons for poor student performance and correct them 
immediately. 



FORWARDING OF TEST RESULTS 



All cognitive test answer sheets should be kept together and forwarded to the 
TEST CENTER on a weekly k>asis. These answer sheets should be audited 
by the instructional staff to nnake sure that they have the correct file codes, 
student ID number, etc., filled out on them. Unit te^>. answer sheets should 
be stapled to the perfornnance test that was administered concurrently with it. 
This applies only to Mountain-Plains constructed tests. 
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MouHtaiH'Plam SdrntioH < ScoHomic'DcvebpmMt Program, Jm. 

POST OFFICE BOX 307S < GLASGOW AF8. MONTANA 50231 • TCL: (406» 524^1 





MOUNTAIN-PLAINS CURRICULUM MnNTTncTMR cnou rn •» 




tlAniiAr^ii 1 Q7l% 


Teacher 


Test Site # 


Date 


Grade Level CA # other 


m^W^ RESPONSES 
Yes No 



1. Are raw test scores logged on SPRs? 

Criterion: On a test sample of 10, 9 scores are 
logged. Job title level pre and post test scores 
are entered by the test center. Unit post and 
performance test scores are entered by the 
instructor. LAP test scores are entered by the 
student on answer sheets. Job title post test 
scores are entered on the SWP by the test center. 



2. Are prevalidation procedures being followed? 

Criterion: SPRs contain prevalidation entry marks 
which match those on SWPs. No students are found 
involuntarily using LAPs that are marked on SPR as 
having been prevali dated. (Students may work in 
prevalidated LAPs when this is review following 
failure of performance test.) 



3. Are students using LEGs? 

Criterion: 9 out of 10 randomly selected students 
can describe a LEG and report that they are using 
them. 



4. Are students using LAPs? 

Criterion: 9 out of 10 randomly selected students 
can relate their activities to a procedure on a 
specific LAP. 



5. Are students using LAPs as prescribed? 

Criterion: 9 out of 10 students observed proceed 
from one LAP to the next without instructor 
interaction, except where by necessity student 
tasks are not ordered the same as LAPs. 
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MOUNTAIN-PLAINS CURRICULUM MONITORING FORM CD-2 



QUESTIONS 



RESPONSES 



6. Does instructor-student interaction conform to 
M-P curriculum design? 

Criterion: Over a one hour observation period» a 
maximum of 5 minutes is spent interacting with 
all students at once. 






7. Is instructor available as a resource person? 

Criterion: 8 out of 10 randomly selected students 
report instructor is available to help them when 
needed within a reasonable length of time. 






8. Are LAP tests properly used? 

Criterion: Observation and/or student report 
indicates students are taking and scoring LAP 
tests themselves. 






9. Are Unit tests properly used? 

Criterion: All observed instances show performance 
tests administered before scoring of written tests. 
All observed instances indicate that instructor is 
conducting both cognitive and performance tests in 
a manner which compels students to respond to test 
items without benefit of external information 
other than that prescribed by testing constraints. 






10. Is test data being properly collected? 

Criterion: Written Unit test answer sheets 
attached to performance tests; both tests given 
at the same time; LAP test answer sheets properly 
stored; course test answer sheets properly labeled 
as to pre and post; and all answer sheets collected 
and stored and have required information on them. 






11. Is the instructor observing all the guidelines for 
use of the SWP? 

Criterion: The key to SWP use is observed to be 
used in filling out the SWP. Data is recorded as 
a LAP (or unit if this is the smallest component 
required of that job title) is completed. Other 
information required by the form is entered in 
appropriate spaces. 




■ — 



ERIC 
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MOUNTAIN-PLAINS CURRICULUM MONITORING FORM CD- 2 
QUESTIONS RESPONSES 



Yes No 



12. Is the Student Progress Reco*^d being used as 
designed? 

Criterion: Students or instructional staff fill 
out identifying information completely, accurately 
and neatly. Students fill in the first three 
columns as required. Instructor initials the 
appropriate column at the termination of a learning 
segment, indicating accurate and timely conformity 
to instructions by students. 






13. Are Curriculum Materials appropriately stored 
and used by students? 

Criterion: LAPs, LEGs and resource materials 
are kept in a place which is accessible to 
students. 







TOTAL /13 



-35- 



DEFINITIONS 



Job Title and/or Course Pre and Post Tests - these are tests given 
before a student enters his Instructional program, and 
then repeated upon completion <^ a Job title. These 
tests are sometimes referred to as "cor 4>rehenslve 
tesU". 

Instructional Area - the physical space occupied fay Instructors, equipment, 
students and facilities. This Is where instruction takes place. 



Curriculum Area - dttoignated by a number. It Is a convenient way of 
Identifying a comnrton body of Instructions, and msy be a 
Job title. Exanples: a) Small Engines - 38, b) Convnunlcatlon 
Skills - 15. 



Curriculum Component - Course, unit, LAP, LEG, unit pretest, etc, 

CompU ter - a student who has validated an occupational preparation 

area. World of Work, Consumer Education, Health Education, 
Career Guidance, Couasellng, Math Skills and Communication 
Skills. 

Exiting Student - when a student pl^slcally leaves Mountain-Plains. 

Validating - when a student successfully completes an area. 

Prevalldate - when a student validates a curriculum component by receiving 
a passing score on the pretest. 
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